
ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name Document File Name

Applications Application Documents Application Documentation Appl#_ApplDocs_yyyymmdd

Application Form Appl#_Application_yyyymmdd

Application Revised Appl#_ApplicationRevised_yyyymmdd

Application Withdrawal Request Appl#_WithdrawReq_yyyymmdd

Miscellaneous Documents Appl#_MiscDocs_yyyymmdd

Notice of Receipt of Application Appl#_AppNotice_yyyymmdd

Ownership Transfer Notice of Intent Appl#_NOI_yyyymmdd

Permit Transfer Request Appl#_OwnTransReq_yyyymmdd

Response Deny Appl#_RespDeny_yyyymmdd

Response Enforce Appl#_RespEnf_yyyymmdd

Water Shortage Variance Appl#_WaterShortageVariance_yyyymmdd

Correspondence Administrative Name Change Request Appl#_AdmNameChgReq_yyyymmdd

Agriculture Team Notification of 

Ownership Transfer Request

Appl#_AgrNotification_yyyymmdd

SB 360 Application Return Letter Appl#_AppReturn_yyyymmdd

Waiver Appl#_Waiver_yyyymmdd

Water Use Letter Availability Appl#_WULtrAvail_yyyymmdd

Agency Comments Appl#_AgencyComments_yyyymmdd

Application Complete Notice Appl#_AppComplNtc_yyyymmdd

Correspondence Appl#_Correspondence_yyyymmdd

Delegation Letter Appl#_DelegationLtr_yyyymmdd

Email Appl#_Email_yyyymmdd

Letters/Third Parties Appl#_3rdPartyComments_yyyymmdd

Ownership Transfer Compliance 

Signoff (Engineering)

Appl#_WMComp_yyyymmdd

Ownership Transfer Compliance 

Signoff (Environmental)

Appl#_NRMComp_yyyymmdd

Ownership Transfer Compliance 

Signoff (Water Use)

Appl#_WUComp_yyyymmdd

Ownership Transfer NonCompliance 

Letter (add letter #, ie NonComp2)

Appl#_OwnTranNonComp_yyyymmdd

Request for Title Determination Appl#_TitleDetReq_yyyymmdd

Right of Way Signoff Appl#_ROWSign_yyyymmdd

Seminole Tribe Notice Appl#_SemTribeNotice_yyyymmdd

Telephone Call/Memo Appl#_Phone/Memo_yyyymmdd

Fee Information Check Return Letter Appl#_CheckRtrn_yyyymmdd

Corrected Fee Receipt Appl#_CorrectedRcpt_yyyymmdd

Fee Receipt Appl#_FeeRcpt_yyyymmdd

Fee Invoice Appl#_FeeInvoice_yyyymmdd

Refund Letter Appl#_RefundLtr_yyyymmdd

Request for Refund Appl#_ReqforRefund_yyyymmdd

Legal Documents Drainage Easement Agreement Appl#_DrainEaseAgreement_yyyymmdd

Affidavit (Proof of Ownership) Appl#_OwnAffidavit_yyyymmdd

Articles of Incorporation (Draft) Appl#_ArtsofInc_yyyymmdd

Association Documents (Draft) Appl#_AssocDocs_yyyymmdd

Deed/Lease Appl#_DeedLease_yyyymmdd

Easement Appl#_Easement_yyyymmdd

Emergency SWM Authorization/Order Appl#_EmOrder_yyyymmdd

Final Order/Hearing Appl#_FinalOrder_yyyymmdd

Florida Department of Environmental 

Protection Notice of Intent

Appl#_FDEPNoticeofIntent_yyyymmdd

Formal Administrative Hearing Petition Appl#_PetitionforFAH_yyyymmdd
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name Document File Name

Applications 

(continued)

Legal Documents (continued) Legal Description Appl#_LegalDesc_yyyymmdd

Legal Notices Appl#_LegalNotices_yyyymmdd

Ordinance Appl#_Ordinance_yyyymmdd

Power of Attorney Appl#_PowerOfAttny_yyyymmdd

Proof of Signature Authority Appl#_SigAuthDoc_yyyymmdd

Pre Application Information Pre-Application Documents Appl#_PreAppDocs_yyyymmdd

Pre-Application Letter Appl#_PreAppLtr_yyyymmdd

RAI Information RAI Response Appl#_RAIResp_yyyymmdd

RAI Response Extension Approval Appl#_RAIext_yyyymmdd

RAI Response Extension Request Appl#_RAIExtReq_yyyymmdd

Request for Additional Information Appl#_RAI_yyyymmdd

Substantial Modification Appl#_SubstantialMod_yyyymmdd

WU RAI Concurrency Letter Appl#_ConcLtr_yyyymmdd

WU RAI Response Extension Appl#_RAIext_yyyymmdd
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name Document File Name

Calculations/     

Design Plans

Calculations Calculations/Modeling Appl#_Calcs_yyyymmdd                                                                                                    

Appl#_Modeling_yyyymmdd

Legal Documents Plats Appl#_Plats_yyyymmdd

Maps Pre-Application Map, Survey, etc. Appl#_PreAppMap_yyyymmdd

Aerial Appl#_Aerial_yyyymmdd

Location Map Appl#_LocMap_yyyymmdd

Site Map Appl#_SiteMap_yyyymmdd

Plans Boundary Survey Appl#_BoundarySurvey_yyyymmdd

Construction Pollution Prevention Plan Appl#_ConstPollPrevPlan_yyyymmdd

Diagrams/Plans Appl#_Plans_yyyymmdd

Phosphorus Control Plan Appl#_PhosCtrlPlan_yyyymmdd

RAI Response Plans Appl#_RAIResponsePlans_yyyymmdd

Storm Water Management Plan Appl#_SWMPlan_yyyymmdd

Survey Appl#_Survey_yyyymmdd

Urban Storm Water Mgmt Program Appl#_UrbanStormwaterMgmtProg_yyyymmdd

Reports Analysis Appl#_Analysis_yyyymmdd

Drainage Report Appl#_DrainageRpt_yyyymmdd

Engineering Report Appl#_EngRpt_yyyymmdd

Geotechnical Report Appl#_GeotechRpt_yyyymmdd

Impoundment Analysis Appl#_ImpoundRpt_yyyymmdd

Photos Photos Appl#_Photos_yyyymmdd

Sealed Document                          

Authentication

Sealed Signature File (ePermitting) Appl#_SigFileSealed_yyyymmdd
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name Document File Name

Compliance - 

AGI

AGI Certification Above Ground Impoundment 

Certification (Form 0973)

Appl#_AGICert_yyyymmdd

AGI Certification Deficiency Letter Appl#_AGI_Deficiency_yyyymmdd

Compliance Information Complaint Appl#_AGI_Complaint_yyyymmdd

Meeting Notes Appl#_AGI_MeetingNotes_yyyymmdd

Correspondence 3rd Party Correspondence Appl#_3rdPartyCorresp_yyyymmdd

Email Appl#_AGI_EMail_yyyymmdd

Inactive Letter Appl#_AGI_Inactive_yyyymmdd

Inactive Defficient Letter Appl#_AGI_InactiveDeficient_yyyymmdd

Incoming Correspondence Appl#_AGI_IncomingCorresp_yyyymmdd

Insp Non Comp 2 & 3 - 2nd & Final 

Noncomp - Inspection Required

Appl#_AGI_InspNonComp#(2 or 3) _yyyymmdd

Introduction Letter Appl#_AGI_IntroLtr_yyyymmdd

Non-Compliance Letters (add Letter #, 

ie. NonComp2) (issued after AGI2)

Appl#_AGI_NonComp#(2 or 3)_yyyymmdd

Notice of Inspection - 1st - Inspection 

Required

Appl#_AGI_NoticeofInsp_yyyymmdd

Operating Restriction Lifted Appl#_AGI_OpRestLifted_yyyymmdd

Operating Restrictions Letter - Request 

to Suspend

Appl#_AGI_OpRstrictLtr_yyyymmdd

Compliance - 

AGI

Construction / Maintenance 1, 2 & 3 - 

1st, 2nd & Final Noncomp - Repairs 

Required

Appl#_AGI_ConstMaintNonComp#(1, 2 or 

3)_yyyymmdd

Operation Non Comp 1, 2 & 3 - 1st, 

2nd & Final Noncomp - Operating

Appl#_AGI_OperNonComp#(1 or 2 or 

3)_yyyymmdd

Outgoing Correspondence (Generic 

Letter)

Appl#_AGI_OutgoingCorresp_yyyymmdd

Reminder / Request for Report Appl#_AGI_RemReqReport_yyyymmdd

Reporting Requirements Satisfied Appl#_AGI_RepSatis_yyyymmdd

Return Receipt (to be filed in the same 

location as the original letter)

Appl#_ReturnRcpt_(ltr name)_yyyymmdd

Returned Mail (to be filed in the same 

location as the original letter)

Appl#_ReturnedMail_(ltr name)_yyyymmdd

Site Inspection Satisfied Letter Appl#_AGI_SiteInspSatisLtr_yyyymmdd

Inspection Information AGI Field Inspection Report Appl#_AGI_InspectRpt_yyyymmdd
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name Document File Name

Compliance - 

Engineering

Correspondence 3rd Party Correspondence Appl#_3rdPartyCorresp_yyyymmdd

Acceptance of Submittal Appl#_AcceptSub_yyyymmdd

Compliance Memo Appl#_CompMemo_yyyymmdd

Email Appl#_EMail_yyyymmdd

Incomming Correspondence Appl#_IncomingCorresp_yyyymmdd

Non-Compliance Letters

(add Letter #, ie. NonComp2)

Appl#_NonComp#_yyyymmdd

No Certification Required Letter Appl#_NoCertRqd_yyyymmdd

Outgoing Correspondence (Generic 

Letter)

Appl#_OutgoingCorresp_yyyymmdd

Returned Mail (to be filed in the same 

location as the original letter)

Appl#_ReturnedMail_(ltr name)_yyyymmdd

Return Receipt (to be filed in the same 

location as the original letter)

Appl#_ReturnRcpt_(ltr name)_yyyymmdd

Receipt of Special Condition Appl#_RcptSCDel_yyyymmdd

Request for Annual Status Appl#_RqstAnnStatus_yyyymmdd

Request for Construction 

Commencement Notice

Appl#_RqstCCN_yyyymmdd

Pre-Construction Meeting Request 

Letter

Appl#_PreConstMtgLtr_yyyymmdd

Engineering Certification 3rd Party Correspondence Appl#_3rdPartyCorresp_yyyymmdd

Acceptance - ACP Acceptance Letter Appl#_ACPCertAccept_yyyymmdd

Acceptance - Certification Acceptance 

Letters

Appl#_CertAccept_yyyymmdd

Acceptance - Partial Certification 

Acceptance Letters

Appl#_PartialCertAccept_yyyymmdd

ACP Form 62-330.310(1) signed by 

owner/operator (not engineer)

Appl#_ACPCert_yyyymmdd

ACP Letter Request for CCC Appl#_ACPCertRequest_yyyymmdd

ACP Second Request for CCC Appl#_ACPCertRequest2_yyyymmdd

ACP Letter 4 - Conversion Appl#_ACPConversion_ yyyymmdd

As Built / Record Drawing Permit#_AsBuiltDrawing_yyyymmdd

Certification Deficiency Letter Appl#_DeficiencyLtr_yyyymmdd

Notice of Noncompliance – No 

Response to Deficiency Letter

Appl#_DefNonComp2_yyyymmdd

Final Notice of Noncompliance – No 

Response to Deficiency Letter

Appl#_DefNonComp3_yyyymmdd

Certification Deficiency Response Appl#_DeficiencyResp_yyyymmdd

Construction Completion Certification 

Reminder – First Notice

Appl#_CertReminderLtr_yyyymmdd

Construction Completion Certification – 

Second Notice of Noncompliance

Appl#_CertNonComp2_yyyymmdd

Construction Completion Certification - 

Final Notice of Noncompliance 

Appl#_CertNonComp3_yyyymmdd

Engineering Certification (Form 62-

330.310 (1)

Appl#_EngCert_yyyymmdd

Incomming Correspondence Appl#_IncomingCorresp_yyyymmdd

Outgoing Correspondence (Generic 

Letter)

Appl#_OutgoingCorresp_yyyymmdd

Returned Mail (to be filed in the same 

location as the original letter)

Appl#_ReturnedMail_(ltr name)_yyyymmdd

Return Receipt (to be filed in the same 

location as the original letter)

Appl#_ReturnRcpt_(ltr name)_yyyymmdd
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Compliance - 

Engineering 

(continued)

Inspection Information ACP Backlog inspection report with 

pictures

Appl#_ACPInspectRpt_yyyymmdd

Notice of Inspection Appl#_NtcInspLtr_yyyymmdd

Site Inspection Photos Appl#_SiteInspectPhotos_yyyymmdd

Site Inspection Report with or without 

photos

Appl#_SiteInspectRpt_yyyymmdd

Reports Annual Status Report (Form 0961) Appl#_AnnualStatusRpt_yyyymmdd

ERP/SWM Commencement Notice 

(Form 0960)

Appl#_ConstCommNtc_yyyymmdd

FDEP Notice of Intent to Use 

Generic Permit for Stormwater 

(NOI)

Appl#_NOI_ConstCommNtc_yyyymmdd

Water Data (types=bacterial, pumping, 

level, groundwater, monthly, quarterly, 

storm, rainfall etc.) (date range= 

Jan_May, Mar, all 2014)

Appl#_Water(data type)Report(date 

range)_yyyymmdd

Compliance Informaiton Complaint Report Appl#_Complaint_yyyymmdd

Meeting Notes Appl#_MeetingNotes_yyyymmdd

Other Entity Permits Appl#_(entity Initials)Permit_yyyymmdd
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name

Compliance - 

Environmental

Conservation Easement Accepted Recorded Conservation 

Easement

Appl#_EnvAcceptCE_yyyymmdd

Receipt of Conservation Easement Appl#_RcptCE_yyyymmdd

Release of Conservation Easements Appl#_ReleaseCE_yyyymmdd

Compliance Information Complaint Appl#_Complaint_yyyymmdd

Meeting Notes Appl#_MeetingNotes_yyyymmdd

Correspondence 3rd Party Correspondence Appl#_3rdPartyCorresp_yyyymmdd

Email Appl#_EMail_yyyymmdd

Financial Assurance Acceptance Appl#_FinAccept_yyyymmdd

Financial Assurance Reduction (add 

type LOC, Bond Escrow)

Appl#_(Type)Reduction_yyyymmdd

Financial Assurance Release (add type 

LOC, Bond Escrow)

Appl#_(Type)Release_yyyymmdd

Incoming Correspondence Appl#_IncomingCorresp_yyyymmdd

Non-Compliance Letters (add Letter #, 

ie. NonComp2)

Appl#_NonComp#_yyyymmdd

Notice of Inspection Letter Appl#_NtcInspLtr_yyyymmdd

Outgoing Correspondence (Generic 

Letter)

Appl#_OutgoingCorresp_yyyymmdd

Returned Mail (to be filed in the same 

location as the original letter)

Appl#_ReturnedMail_(ltr name)_yyyymmdd

Return Receipt (to be filed in the same 

location as the original letter)

Appl#_ReturnRcpt_(ltr name)_yyyymmdd

Inspection Information Field Inspection Photos Appl#_FieldInspectPhotos_yyyymmdd

Field Inspection Report Appl#_FieldInspRpt_yyyymmdd

Mitigation Information Mitigation Credit Bank Ledger Appl#_MitCredit_yyyymmdd

Mitigation Monitoring Work Schedule 

Revision

Appl#_WrkScheduleRev_yyyymmdd

Restoration Supplemental Plan Appl#_RestSuppPlan_yyyymmdd

Revised Mitigation Credit Appl#_RevisedMitCr_yyyymmdd

Revised Mitigation Credit Request Appl#_RevisedMitCrRequest_yyyymmdd

Monitoring 3rd Party Correspondence Appl#_3rdPartyCorresp_yyyymmdd

Environmental Monitoring Report (add 

report # BL, TZ, 1, 2, 3, 4, 5)

Appl#_EnvMonitorRpt#_yyyymmdd

Incoming Correspondence Appl#_IncomingCorresp_yyyymmdd

Notice of Compliance Letter 

(monitoring & other)

Appl#_CompSub_yyyymmdd

Notice of Overdue Monitoring Appl#_OverdueMont_yyyymmdd

Notice of Overdue Monitoring 

Response

Appl#_OverdueMontResp_yyyymmdd

Outgoing Correspondence (Generic 

Letter)

Appl#_OutgoingCorresp_yyyymmdd

Returned Mail (to be filed in the same 

location as the original letter)

Appl#_ReturnedMail_(ltr name)_yyyymmdd

Return Receipt (to be filed in the same 

location as the original letter)

Appl#_ReturnRcpt_(ltr name)_yyyymmdd

Water Data (types=bacterial, pumping, 

level, groundwater, monthly, quarterly, 

storm, rainfall etc.) (date range= 

Jan_May, Mar, all 2014)

Appl#_Water(data type)Report(date 

range)_yyyymmdd
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name Document File Name

Compliance - 

Water Use

Calibration Data Calibration Report Appl#_CalibRpt_yyyymmdd

Correspondence Non-Compliance Letters (add Letter #, 

ie. NonComp2)

Appl#_NonComp#_yyyymmdd

Expired Permit Letter Appl#_ExpiredNtc_yyyymmdd 

Non-Compliance Notice Response Appl#_NonCompResp_yyyymmdd

Notice of Unpermitted Water Use 

(Notice posting only)

Project Name_yyyymmdd

Requirement Reminder Letter (Birthday 

Ltr)

Appl#_ReqReminderLtr_yyyymmdd

Water Shortage Non-compliance Letter Appl#_WaterShortageNonComp_yyyymmdd

Water Use Compliance Documentation Appl#_CompDocs_yyyymmdd

Water Use Expiration Notice Appl#_PendExpire_yyyymmdd

10-year compliance report Acceptance 

Letter

Permit#_10YrComplAcceptLtr_yyymmdd

10-year compliance report Non-

Acceptance Letter

                        

Permit#_10YrComplNonAcceptLtr_yyymmdd

Monitoring Data Monitoring Data 

Pumpage Data Pumpage Data Appl#_PumpageData_yyyymmdd

Reports 5 Year Compliance Report Appl#_FiveYrCompRpt_yyyymmdd

10 Year Compliance Report Appl#_TenYrCompRpt_yyyymmdd

Alternative Water Supply Report Appl#_AltWaterSupplyRpt_yyyymmdd

Emergency Preparedness Report Appl#_EmergPrepRpt_yyyymmdd

Reclaimed Water Report Appl#_ReclaimedRpt_yyyymmdd

Seasonal Crops Report Appl#_CropRpt_yyyymmdd

Unaccounted for Water Loss Report Appl#_WaterLossRpt_yyyymmdd

Updated Table A/B Appl#_UpdatedTableA_yyyymmdd

Water Use Annual Status Report Appl#_AnnualStatusRpt_yyyymmdd

Water Use Field Inspection Appl#_FieldInsp_yyyymmdd

Wellfield Operating Plan Appl#_WellfieldOpPlan_yyyymmdd
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name Document File Name

Compliance - 

NSC_WOD

Post Permit Compliance Year YYYY BMP Annual Report 

Reminder Letter

Appl#_PPC_YYYYBMPAnlRptDueLtr_yyyymmdd

BMP Site Verification Complete Letter Appl#_PPC_BMPSiteVerifCmplLtr _yyyymmdd

BMP Site Verification Letter Appl#_PPC_BMPSiteVerifLtr_yyyymmdd

BMP Site Verification Letter and Report Appl#_PPC_BMPSiteVerifRprtLtr_yyyymmdd

Field Sampling Procedure QA Audit 

Report Letter

Appl#_PPC_FieldQAAdtRptLtr_StructureID_yyyy

mmdd

Laboratory Analysis QA Audit Report 

Letter (Permittee Notification)

Appl#_PPC_LabQAAdtRptLtr_StructureID 

_yyyymmdd

Notice of BMP Site Verification 

Scheduling

Appl#_PPC_NtcBMPSiteVerifSchdlg_yyyymmdd

Notice of Complete Pump Calibration 

Report Approval

Appl#_PPC_NtcCmplRptStructureIDPumpID_yyy

ymmdd

Notice of Overdue Water Quality 

Monitoring Data Submittal

Appl#_PPC_NtcOverdueMonData_yyyymmdd

Receipt of Revised Pump Star/Stop 

Criteria

Appl#_PPC_RcptPumpStartStopCriteria_yyyymm

dd

Receipt of Year YYYY BMP Annual 

Report 

Appl#_PPC_YYYYBMPAnlRpt_yyyymmdd

Receipt of Year YYYY Diversion 

Report

Appl#_PPC_RcptYYYYDvrsnRpt_yyyymmdd

Request for Additional Information 

(related to Pump Calibration Report)

Appl#_PPC_RAI_StructureIDPumpID_yyyymmdd

Revised Pump Star/Stop Criteria Letter Appl#_PPC_PumpStartStopCriteriaLtr_yyyymmd

d

Water Year YYYY Water Quality 

Monitoring Data Submittal Reminder 

Letter

Appl#_PPC_WYYYYYMonDataDueLtr_yyyymmd

d

Water Year YYYY Water Quality 

Monitoring Data Summary Letter

Appl#_PPC_WYYYYYMonDataSumLtr_yyyymmd

d

Year YYYY BMP Annual Report 

Complete Letter 

Appl#_PPC_YYYYBMPAnlRptCmplLtr_yyyymmd

d

Year YYYY Diversion Report Letter Appl#_PPC_YYYYDvrsnRptLtr_yyyymmdd
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name Document File Name

Conversion to 

Operation 

Transfer
Conversion Transfer 

Information

Aerial Permit#_Aerial

Affidavit Permit#_Affidavit_yyyymmdd

Agreement Permit#_Agreement

Articles of Incorporation Permit#_ArticlesInc

Articles of Incorporation Amendment Permit#_ArticlesIncAmend

Association Documents (general) Permit#_AssocDocs

Association Documents Amendment Permit#_AssocDocsAmend

Boundary Permit#_Boundary

Consent Order Permit#_ConsentOrder_yyyymmdd

OperationTransfer Request - 0920 or 

310(2)

Permit#_OperTransReq_yyyymmdd

Current Address Permit#_AddressParty_yyyymmdd

Declaration of Covenants – Joinder Permit#_DecCovJoinder

Declaration of Covenants – Master 

POA

Permit#_DecCovMaster

Declaration of Covenants Amendment Permit#_DecCovAmend

Declaration of Covenants, Easements, 

Restrictions

Permit#_DecCov

Declaration of Convenants - Restated Permit#_DecCovRestated

Declaration of Convenants - 

Supplemental

Permit#_DecCovSuppl

Deed Permit#_Deed

Easement Permit#_Easement

Environmental Signoff Permit#_EnvSignoff_yyyymmdd

Environmental Signoff Memo Permit#_MemoEnvSignoff_yyyymmdd

Historical Documentation Permit#_HistoricalDocs

Meeting Minutes Permit#_MtgMinutes_yyyymmdd

Memo (General) Permit#_Memo_yyyymmdd

Ordinance Permit#_Ordinance

Plat Permit#_Plat

Proof of Signature Authority Permit#_SigAuth_yyyymmdd

Property Appraiser Documentation Permit#_PropAppraiser

Site Plan Permit#_SitePlan

Correspondence Certified Mail Receipt Permit#_CertMailRcpt_yyyymmdd

Operation Transfer Finalization Letter Permit#_OperTransLtr_yyyymmdd

Operation Transfer Received Permit#_OperTransRcvd_yyyymmdd

Correspondence (General) Permit#_Correspond_yyyymmdd

Email Permit#_Email_yyyymmdd

Extension Letter Permit#_Extension_yyyymmdd

Insufficiency Letter Permit#_Insufficiency_yyyymmdd

Noncompliance Letter (add Letter #, ie. 

NonComp2)

Permit#_Noncomp#_yyyymmdd

Reminder Letter Permit#_Reminder_yyyymmdd

Returned Mail Permit#_ReturnMail_yyyymmdd

Satisfactory Letter Permit#_Satisfactory_yyyymmdd
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name Document File Name

Enforcement Consent Order Draft Consent Order Cover Letter 

(includes copyof draft CO)

Cost Code#_DraftCOCoverLtr_yyyymmdd

Executed Consent Order Cost Code#_ExecutedCO_yyyymmdd

Executed Consent Order Cover Letter Cost Code#_ExecutedCOCoverLtr_yyyymmdd

Notice of Violation w/ Consent Order Cost Code#_NOV_CO_yyyymmdd

Partially Executed Consent Order Cost Code#_PartExecutedCO_yyyymmdd

Returned Mail (to be filed in the same 

location as the original letter)

Cost Code#_ReturnedMail_(ltr name)_yyyymmdd

Return Receipt (to be filed in the same 

location as the original letter)

Cost Code#_ReturnRcpt_(ltr name)_yyyymmdd

Correspondence 3rd Party Correspondence Cost Code#_3rdPartyCorresp_yyyymmdd

Email Cost Code#_EMail_yyyymmdd

Incoming Correspondence Cost Code#_IncomingCorresp_yyyymmdd

Investigative Notice Cost Code#_InvestigativeNtc_yyyymmdd

Outgoing Correspondence Cost Code#_OutgoingCorresp_yyyymmdd

Payment Received Letter Cost Code#_PaymentRcvd_yyyymmdd

Pre-Lit Demand Letter Cost Code#_PreLitDemandLtr_yyyymmdd

Request for Response Letter Cost Code#_ReqResp_yyyymmdd

Response to Settlement Letter Cost Code#_SettlementLtrResp_yyyymmdd

Returned Mail (to be filed in the same 

location as the original letter)

Cost Code#_ReturnedMail_(ltr name)_yyyymmdd

Return Receipt (to be filed in the same 

location as the original letter)

Cost Code#_ReturnRcpt_(ltr name)_yyyymmdd

Settlement Letter Cost Code#_SettlementLtr_yyyymmdd

Enforcement Information Additional Information (information that 

we generate or gather after initial 

referral)

Cost Code#_AdditionalInfo_yyyymmdd

Closed Case Memo Cost Code#_ClosedCaseMemo_yyyymmdd

Enforcement Matter Resolved Cost Code#_ResolvedLtr_yyyymmdd

Meeting Notes Cost Code#_MeetingNotes_yyyymmdd

Inspection Report Cost Code#_InspectionRpt_yyyymmdd

Referral File (data pulled from referral - 

including screen & attachments)

Cost Code#_ReferralFile_yyyymmdd

Judgment Judgment (include type such as

Final, Stipulated)

Cost Code#_Judgment_(type)_yyyymmdd

Notice of Violation Notice of Violation Cost Code#_NOV_yyyymmdd

Returned Mail (to be filed in the same 

location as the original letter)

Cost Code#_ReturnedMail_(ltr name)_yyyymmdd

Return Receipt (to be filed in the same 

location as the original letter)

Cost Code#_ReturnRcpt_(ltr name)_yyyymmdd

Rescind Letter Cost Code#_Rescind_yyyymmdd

Legal Documents to be named as identified
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name Document File Name

Certified Mail Receipt (save to 

whatever folder is applicable to the 

specific correspondence).

Appl#_CertifiedMailRcpt_yyyymmdd
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name Document File Name

Permit/Staff 

Report 

Information

Correspondence Change of Address Appl#_ChangeofAddress_yyyymmdd

Correspondence from Applicant (after 

Final Action)

Appl#_LetterfromApplicant_yyyymmdd

New Owner Letter Appl#_NewOwner_yyyymmdd

New Owner Letter - Noncompliance 

Letter

Appl#_NewOwner_noncomp#_yyyymmdd

Administrative Name Change Request Appl#_AdmNameChg

Application Return Letter Appl#_AppReturn_yyyymmdd

Conceptual Approval Appl#_ConcptApprov_yyyymmdd

Confirmation of Withdrawal Letter Appl#_WithdrawLtr_yyyymmdd

Early Works Notification Appl#_ErlyWrkNtc_yyyymmdd

Notice of Consolidated Intent to Issue           Appl#_NotcConsIntIssue_yyyymmdd

Permit Cancellation/Expiration                       Appl#_PermitCancel/Expire_yyyymmdd

Permit Number Change Appl#_PermitNumberChange_yyyymmdd

Permit Cancellation Request Permit#_PmtCancelReq_yyyymmdd

Returned Mail Appl#_ReturnMail_yyyymmdd

Denial Appl#_Denial_yyyymmdd

Permit Exemption Appl#_Exemption_yyyymmdd

Exhibits Appl#_Exhibits_yyyymmdd

Extension Appl#_Extension_yyyymmdd

Formal Wetland Determination Appl#_FormalWetlandDet_yyyymmdd

Informal Wetland Determination Appl#_InformalWetlandDet_yyyymmdd

No Notice Appl#_NoNotice_yyyymmdd

No Permit Required Appl#_NoPermitReq_yyyymmdd

Notice of Permit Appl#_NOP_yyyymmdd

Ownership Transfer Permit Appl#_OwnTransPermit_yyyymmdd

Permit Appl#_Permit_yyyymmdd

Permit Letter of Modification Appl#_LtrMod_yyyymmdd

Permit Letter of Modification with 

Transfer

Appl#_LtrModTrans_yyyymmdd

Variance Appl#_Variance_yyyymmdd

Master Dewatering Authorization Letter Appl#_MasterDewLtrMod_yyymmdd

Permit Revision Appl#_PermitRevision_yyyymmdd      

Permit Revisions Letter Mod Revision Appl#_LtrModRevision_yyyymmdd

Addendum to Staff Report Appl#_AddStaffRpt_yyyymmdd

Staff Report Draft Staff Report Appl#_DrftStaffRpt_yyyymmdd

Staff Report Appl#_StaffRpt_yyyymmdd      

Staff Report Revision Appl#_StaffRptRevision_yyyymmdd      

Staff Report Revisions
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ePermitting Naming Conventions/File Names (Revised 09/2015)

Folder Name Sub Folder Name Document File Name

Conservation Easement Appl#_ConsvEasement_yyyymmdd

Wetland/         

Mitigation 

Information

Legal Documents Letter of Credit/Performance Bond Appl#_LetterofCredit_yyyymmdd

Letter of Purchased/Committed Credits Appl#_LetterofReservation_yyyymmdd

Transfer Agreement Appl#_TrAgreement_yyyymmdd

Soils Map Appl#_SoilsMap_yyyymmdd

Maps U.S. Geological Survey Topography Appl#_USGSTopo_yyyymmdd

Wetland Map Appl#_WetlandMap_yyyymmdd

Environmental Site Info/Plans Appl#_EnvSiteInfo_yyyymmdd

Plans Florida Land Use Cover and Forms 

Classification Map

Appl#_FLUCCSMap_yyyymmdd

Mitigation Plan Appl#_MitPlan_yyyymmdd

Monitoring Plan Appl#_MonitorPlan_yyyymmdd

Preserve Area Management Plan Appl#_PresvAreaPlan_yyyymmdd

Archaeological Survey Appl#_ArchSurv_yyyymmdd

Seagrass Survey Appl#_SeagrassSurv_yyyymmdd

Credit Ledger Sheet Appl#_CrLedgerSheet_yyyymmdd

Reports Informal Wetland Jurisdictional Det. Appl#_InfWetlandDet_yyyymmdd

Wetland Functional Assessment 

Method documents

Appl#_UMAM_WRAP_WATER_etc_yyyymmdd

Vegetation/Wildlife Report Appl#_Veg/WildlifeRpt_yyyymmdd

Wetland Jurisdictional Determination Appl#_WetlandDet_yyyymmdd

Wetland Table Appl#_WetlandTable_yyyymmdd

Delegation of Authority Appl#_DOA_yyyymmdd

Sovereign Submerged Lands Notice of Board of Trustees Cabinet 

Meeting

Appl#_NoticeofBOTCabinetMtg_yyyymmdd

Sovereign Submerged Lands Appl#_SovrnLnd_yyyymmdd

Sovereign Submerged Lands 

Lease/Easement

Appl#_SovrnLndLeaseEasement_yyyymmdd

Sovereign Submerged Lands 

Miscellaneous Document

Appl#_SovrnLndMiscDoc_yyyymmdd

Sovereign Submerged Lands 

Survey/Sketch

Appl#_SovrnLndSurvey_yyyymmdd

Title Determination Appl#_TitleDet_yyyymmdd

Uniform Mitigation Assessment Method 

Score Sheets

Appl#_MitAssessMethods_yyyymmdd  

Appl#_UMAMScoreSheets_yyyymmdd
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